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Title II of Public Law 763, 83rd Congress, approved 1 September 19Sh s 
cited as the "Fedora! Employees Pay Act Amendments of 19 l SU u s provides for 
substantial increases in overtiras compensation,, effective at the beginning 
of the first pay period which begins after 31 October 19 $u As funds are 
not available to 8upp3.cmmt allotments made to each office for 01 Personal 
Services to cover- such increased costs as may develop, it is considered 
necessary that a re-oKaminatioa be made of internal office policies as to 
the authorisation and approval of < wartime,, 

S a PURPOSE 


The purpose of this notice is to (a) establish overtime and holiday work 

“ * * 

policy with respect to the auteoriAsatton, certification, reporting, and pay® 

rant of overtia® ,*nxl holiday work performed! (b) set forth the responsibilities 

of the heads of off lees and subcx-dinate supervisors who are delegated ad«. 

nlnistrativa respcaialbilities with respect thereto! and (c) to outline general 

operating procedures that will provide controls in administering overtime 
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SECRET 

3o defuhtious 

a 0 Ovartiffie Work = All hours of work officially authorised and requested 
to be performed in excess of forty hours in any administrative work 
week shall be considered to be 

overtime works, 

b„ Holiday VTork - All work not exceeding eight (8) hours performed on 

“““ which is not overtime work as defined ahova 

a holiday designated by Federal statute or Executive Order/shall” be 

considered as holiday work 0 

Co Authorisation « A uthorisat ion as used in this Notice signifies th® 
granting of permission by office heads to incur expense in the per* 
romance of overtime or holiday work which is necessary during a 
specific period „ 

do Approval. * Approval as used in tills Notice is the signing of the 
overtime and/or holiday work report by the supervisor certifying 
that such work has been performed pursuant to prior authorisation 
and that the employees named in the report are entitled to the ap* 
propriate compensation in the form of overtime or holiday pay or com- 
pensatory time off in lieu thereof, 

e„ Office - Office, as used in this Notice, means Senior Staffs or Area 
Divisions under the jurisdiction of the Deputy Director (Plans), offices 
under the jurisdiction of the Deputy Director (Intelligence), admirals* 

trativ© offices under the jurisdiction of the Deputy Director (Administrate 

0 

tica), the Office of Personnel, the Office of Camnunicationa, and the 
Office of Training, 

f a Enpicyee - The word "employee" as used in this Notice shall bs con® 
s trued to include all (1) staff personnel (employees and agents) and 
(2) contract personnel (employees and agents) when their contracts - 
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provide that they will receive overt irao and holiday compensation 
on the same basis as staff personnel,, 
ko POLICY 

a. s Overtime and holiday work shall be performed only when work require- 
ments cannot be satisfactorily completed within the regularly pre- 
scribed tours of duty 0 

bo When an employee is required to perform overtime or holiday work^ he 
will be reimbursed or otherwise compensated for such work at the rates 
established by law and subject to the limitations provided ly law a 
c a Overtime and holiday work shall be authorised and approved for whole 
hours 0 Payment will be computed for each whole hour of work, and com- 
pensatory leave in lieu of overtime compensation will be recorded for 
each whole hour of warko Payment for overtime a n d holiday worts per® 
formed or compensatory tine off in lieu of overtime shall not be allowed 
unless the work is required, has been authorised prior to its performance, 
and the employee concerned lias been specifically ordered to perform the 
work 0 

do Authorization to perform overtime or holiday work shall be evidenced ty 
the execution of the form "Request for Authorization of Overtime and 
Holiday Work" (Attachment A) 0 This authorization must be obtained in ad- 
vance of the expense being incurred* except in unusual circumstances when 
it is possible to obtain only verbal approval in advance,, In such event, 
the formal authorization shall be executed promptly thereafter to con- 
firm the verbal authorization,. 
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provide that they will receive overtime and holiday compensation 
on the same has is as staff persoameXo 
ko POLICY 

So Overtime and holiday work shall be performed only when work require- 
ments cannot be satisfactorily completed within the regularly pre- 
scribed tours of duty 0 

b« "When an employee is required to perform overtime ocr holiday work* he 
will be reimbursed or otherwise compensated for such work at the rates 
established by law and subject to the limitations provided by law 0 
Co Overtime and holiday work shall be authorised and approved for whole 
hours o Payment will be computed for each whole hour of work* and com- 
pensatory leave in lien of overtime compensation will be recorded for 
each whole hour of work Q Payment for overtime and holiday work per* 
formed or compensatory tine off in lieu of overtime shall not be allowed 
unless the work is required, has been authorised prior to its performance, 
and the employee concerned, has been specifically ordered to perform the 
work c 

d 0 Authorization to perform overtime or holiday t;ork shall be evidenced by 
the execution of the form "Request for Authorization of Overtime and 
Holiday Work" (Attachment A)* This authorisation must be obtained in ad- 
vance of the expense being incurred, except in unusual circumstances when 
it is possible to obtain only verbal approval in advance 0 In such event, 
the formal authorization shall be executed promptly thereafter to con- 
firm the verbal authorization,, 
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©c Within the liirilt&tlana ts toted in paragraph. h£ baX©w # compensatory 

tto* off in lien of emrtdm aa penaat&on credited to a 
oaplcyes in accordance with par greph 5 below may be used at such 
tioes and in such amounts as lo ci, work conditions pored. t P While 
it is desirable that ho be given an opportunity to use bis cos§»eaea» 
tony leave at a time desired by him, it is nevertheless the pr a r o g fo* 
tive of the supervisor to make the final deoisicaa as to when scrih 
leave is to be oaedc 

to OozBpensatosy leave shall be eoheduled to be taken as soon as 

practicable after it has bean earned but not later than the end «£ 
the leave year following the leave year in which it wes aaroedo If 
an ogdeyee has been denied opportunity to me ooepsaeatory leave 
Airing this period because of any condition related to his enpikyrssst 
with the Agency and beyond bis control,, he shUl be paid for the 
overtime at the overtlae rat® of pay which applied at the time the 
overt im wee perfonaedo In the event of death or separation of an 
enstisyee, any ^liquidated oos^ensatory leave to bis credit which he 
has bean den ie d opportunity to one shall be paid for at the evwrtina 
rata of pay which applied at the time the overt!®® was performed 0 
go Sours spent as a student in Ag®cy^poaaored training activities 
shall be co n si der ed as hours of work in dettmalnlng whether an 
mployae baa worked the official workweek of forty hours but nay 
not be considered as hours of work for purposes of overtime pay os* 
compensatory l»av*o Requests for exception to this policy will be 

9 1 ) <* 
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fcsmarded through normal chcsmela to tli© Director of Training for 
r so oraa eadat lon and concurrence and to the Deputy director (Adainia^ 
tretion) for approval® 

So CCMPI2SSAT3J0B 

]&sg>loye®s shall be compensated for officially authorised overtime and 
holiday work as follmss 
@o Overtime 

(1) An sssployoo In grade QS«10 or bold* shall be paid overtime 
cooperation in aocordaaoe with the rates and limitations 
provided ty law or asy s if ho requests it not later than the 
end of the pay period in Which the overtime was worked*, bs 
granted coeapaasatoxy time off £t&& his scheduled tear of duty 
in lien of peymento Compensatory time off will he granted tee 
an amount of tints equal to that spent in overtime work® 

(2) An employee in grade QSoll or above will be granted ©aepensatory 
t to® off in lieu of overt too pay for overtime work within the 
mai oats permitted lay law© &hea the head of the office ooneeswmd 
establishes that it is not feasible to grant wpensatespy time 
off to an employee in this prude range^ he will authorise pay= 
roust of the appropriate overtime rate within the limitations 
provided by ls» 0 

(3) Any unscheduled overtime work performed fay on employe® an & day 
when no work was scheduled for him or for which he is called 
bade to his place of employment shall be con s idered to he at 
least two hours in daratiotto 

si j A 
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b 0 B oHdey Work 

( 1 ) Ail holiday work shall bo ooopensated at the rate of baste ccffi~ 
penaation of the employee performing such wrk on a holiday 
piTv« premium condensation at a rate equal to the rate of baste 
o ocp easatian of such ecplayse® 

(a) Ary e&gttayee who is required to perform any work « * holiday 
shall be compensated for at least two hours of wark 0 
(3) overtime work on holidays shall be ocnpeasated in accordance 
with the provisions stated in 5o»o» above® 

6o UHUATIOR OR GCKPEIBATIOR 

a 0 Bo overtime or holiday compensation shall be paid to an cng&eyee 
vhoee rate of baste aompaasatten equals ear aseeeds the cro&aaaa 
scheduled rate of basic oaepecaatlon provided for grade 0 S~ 15 ® At 
tho effective date of this notice* this rate is $11*800 per annua* 
or $U 53®85 per bteweekly pay parted® 

b® 3h the case of an employee ?*»se rate of basie ooapensatieo te loss 
than the eohadnled rate of baste ooapensatten provided for 

0 B~ 25 # overtime or holiday eonpansation may be paid only to the extent 
that such psyasat would act cause Ms aggregate rate of ooipensatifla 
for that, pey period to exceed the nwximaa scheduled rate with respect 

to any pay period (currently fc 53 « 3 S)o 
?® HBSPOHSIBHJTIES 

av Qffioo *gs* 

(1) It bo the responsibility of the office head concerned cur 

hte deputy to review each "Request for Authorisation of Ovarti» 
and Holiday Work" submitted by eoqpanwrto under his Jurisdiction 
mt & e if justified* to authorise the work to be performed ^ovid.ad 

*•> £ 

SECRET 

Approved For Release 2002/01/23 : CIA-RDP78-04718A001 100130028-7 



Approved For Release 2002/01/23SiffiHSBRDP78-04718A001 1001 30028-7 


that funds cr© available to pay £<& suoh work* This authority 
Qcnxnot be redc&egatedo 

(2) Office heads shell give consideration to adjusting the tour 
of doty in theme cases whore owertdrae can be reduced by 
scheduling tours of duty for periods other than those pre® 

scribed in Agency ftogulation^^^^B 25 

(3) Office heads will designate within their respective Juriadio* 
tloae the supervisory level which will exercise the authorities 
and responsibilities defined la peregraph ?b below* 


O if ° 

SBCKBT 
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Cl) SmmrvlsoT® nr* responsible for scheduling tha work which 
they are assigned so that It sasy be completed during regular 
work hourso In establishing the time for completing scheduled 
work? consideration should be given to the time required to 
complete the assignment in relation to the regularly scheduled 
tour of duty, 

(2) Supervisors are responsible for making the determination as 
to whether work assigned ©an or cannot be completed by the 
scheduled time of completion during regular work hours and 9 
where required s shall initiate the "Request for Authorisation 
of Overtime and Holiday Hark," 

{$) Supervisors are responsible for the maintenance of accurate 
rewards covering overtime and holiday work and shall certify 
as to the work perfo rme d on the r epor t as proscribed in pa ra» 
graph 3$ below, 

(4) Supervisor# are responsible fbr insuring that employees under 
their Jurisdiction are afforded an opportunity to use ocaspan- 
eatery leave, Hban it has been impassible to permit such 
opportunity* the appropriate supervisor will so certify to the 
office head concerned as a basis for authorising overtime 
payment in aooerdanos with paragraph 4f above, 
a. Comptroller 

(1) The Comptroller is responsible for reviewing the extent of 
use of overtime and holiday work and for making periodic 
reports and reoenaae n d a tlopg pertaining thereto to tbs Director^ 
Iteputy Directors, and office head®. 
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s 0 Fa.ocEmsffig 

a« Request fgr Authorisati on of Overtims and Bolldey_Wcgfc 

Cl) When overtime or holiday work Is required to he performed, the 
supervisor responsible ter scheduling the work shall Initiate 
the request for authorisation on the form prescribed for such 
purpose (Attachment A)« Authorizations for overtime or holiday 
work shall be Halted to oovsr a period not in excess of four 
bi-weekly pay periods or the equivalent thereofo The request 
should dearly indicate the requirements broken down by pay 
period, the estimated number of man-hours and number of 
employees, and a statement of Justification dearly indicating 
the purpose for which the overtime and/or holiday work is to 
be used, the type of personnel involved, cad the reason why 
the work oascaot be aooompllshsd within the regularly preserihed 
work bourse The amber of man-hours and number of employees 
will represent an estimate, but each office must review the 
requirements carefully in order to develop as accurate a 
forecast as possible* Consideration should be given to ajv&» 
odpated variations in workload, personnel leave schedules e 
and other factors which may cause fluctuations from pay period 
to pay period o 

(2) Separate requests shall be prepared for employees on the 

vouchered and the tsnvoucbsred funds payroHso 
C3) The request shall be signed by the supervisor and forwarded 

through normal a&dnlstrative channels to tbs offlos head or 

his deputy* 

(4) The request fora shall bo prepared in quadruplicate for 

® § © 

Approved For Release 2002/01/23 : CIA-RDP78-04718A001 1001 30028-7 

sBmsf 


i 


Approved For Release 2002/01/23 : ChA*RBP78-04718A001 1001 30028-7 


feo Hg 


distribution as follow®* 

\ m ) The original Isigaod) for the appropriate payroll office* 
Cb) A conformed (facsSad^ algmtur©)cepy for the office Budget 
and Fiscal Officers* 

Co) A conformed copy for the Division files* 

(d) A oonformad copy to be retained by the supervisor* 
iS/ When an overtime estimate Involves a period overlapping the 
©nd of the fiscal year, esparat® requests shall be prepared 

to cover the period through SO June and the period beginning 
1 July* 

(6) If it appears necessary to Increase an estimate al^ady 

authorized, a supplemental request must be sutadttsd promptly* 


rtime a? 


.Work Pari 


Cl) Supervisors will maintain an adequate chock system to insure 
that all cwertims and/or holiday work claimed by eraplqyeee 
cw!«y their jurisdiction v ft® actually worked and will maintain 
a record of such work* % formal reoojd is prescribed but 
it is suggested that a simple listing b® maintained ahowiig 
date, name of employee, houtra worked, and the initials of oaoh 
employs® to confirm hia record© 

:2) At the ®nd Of each pay period, a "Report of Omptiaa and 
Holiday Work Barfurasd" (Attachment B) shall be prepared and 

Wf 1 ® TOd ^ the appropriate supervisor to dotesmins that the 
*wp«8t is eorrecto The supervisees signature on this report 
constitutes approval of the work perfomsd and & basis for 
«xnpei»&tio n wither as evorttrse pay or compensatory time oft, 
as iJsSiaatado The report shall be forwarded to the tin® and 

Approved holiday 
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uark ©a tfe© tija® and attendance reports m compensation t® 
fe® paid or credited as ocajpematory leave© 

(3) The original signed copy of the Request for Authorlaatioa 
of Ovcrtfcne and Holiday Work shall accompany 'toe ^Tima 
Attendance R@p®rt K when it is transmitted to the appropriate 
payroll office© When ww® than oa© ney period is involved 
in a single request ^ the reqtaast shall b® transmitted with 
the Tim® and Attendance Reports forwarded to tbs payroll 
office for the first pay period covered by the request© 

9o EFFECTIVE DATE OF NOTICE 

fh® polidesj, responsibilttiee, and procedures set forth in 
this notice will be effective at too beginning ©f the first pay 
period which begins after 31 October 1954© 


ora H uo 

SEGTO 
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